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ABSTRACT . ----- • • 

: an idealized mbdej. for the seiection of faculty is 

presented in three phases/ Th^firsf of these> pre-rec 
cpnsistf of four steps: determining needs fot positions to accoiiiglish 
institiitionai aims; analysis of student/ comnuhi 

and colleague characteristics, and of job guaiif ications; prepara^ i 
of the selection package; and affirmative action ^valuation and final 
revieiis. The recruitment pha^^ engaging in efforts which 

will produci.a high quality and diverse set cf applicants; from ail 
relevant p^bpulatibns. The third phase is applicant and candidate 
evalu'at ion; the steps which comprise this phase are candidate 
screenihgi admission to candidaty^ eximinatibn of candidates' _ 
references and fin al^ candidates/ final ^ 

reviews and consul tatibns, and invita^ ^ 
resutmissipn of position announcement • ftppendrcesj.conta^ 
faculty selection process flow chart and guideline statements frbm 
the literafture- for each of the phases described, i bibliography is 
alsb included* lEB) 
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^e of the Rrocess of Select ii^ Facility . > 

...... . 

There is huin6i!'iri thfe fo3ibwirig stafteraent to'therexfcen^ t«he 
process of i selecting members of* the faculty is iinjbdirtailt. _ ", 

%. ' ^ ' \ ■ ^ ■ ,. ' • ^ j ' 

;'; * /..the last opportu^ 

. the day . before ±he f^ is 
hired.;.-. . • (Bacchettij p. 

Institutions of higher e^cation ar^^^Mlblfe 'terins of ecb^^ 
* labor intensive. Fi^om this fact. . "derive" marty^'bf the>.probleras',' chal- 
lenges, and uniqae ^ouTQes of 'streii^ of these institiitions.^; Eabor 
iriterisiire endeavors depend hisavily for success , on the caliber and . 



good ihteritiori| of the people involved in the central, activities. It 
is not siirpri^irig theh^ -to fliid.that schdl^ of education emphasize 
the prime importance -of thg^ process ty which members of the faculty.' 
ire selected for engagement in educational eiideavbrsi - 

Nb decisiqii inwlved in the governance of a • 

rfect the goality of 't.h^ , • 

tional pi^bgramrnbre those, that deter- _ 
mine th^^makeupHDf the facu^ (Cbfsdrif p. iOl). 

.i^ieaihei' selection ia the. fiilcrum bn which 
the success of the* . i educational ^st^m i*est.s. 
(BiekSgef, pi 186) ' 

iarefui select ibxx prbced ' . 

toi/s aM processors are prere 

~^ the mission of the- institutibni • • • ; ' 

(Bornheimer, ^ al, p. ii?) 



A CisntTal problem anqL cha^enge . widely ^ recognized is the fii^^ 
'dial infle^d^ regults from .the high proport^^ of_revenues 

that must S cbmmited tb salaries coupled' with the lim abilities, 
to iiicrease_prbductivity. Less widely recpgnizis^d is the following 
Strength: /since the central endeavors of'.those involved in^ 
educatibn/aye iri^ what may b^ termed broadly, the human development 
field,, .the /hea'\y reliance bn human resources and ^;he dignity and 
^ liberty -mpse-indivi are (mbre bf iSss) accorded, .provides the 
grounding for edu^tional values.' 
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The Need for- a 4^o d€l Fkctilt:y Sel i i^^ Pvpce ss ^ , / ■ 

_ ts sntT^'T^^'^-'r^''^^ "^^^.^i , ai f ar a_s_ wi _haye : been aW det ei:-r 



. ndii&i the' quantity aiid thoroughness of the literature on the prdcess 

■ ■ ' ' ■ ■ . ■ ' ■ • ■ » ■ . ' » 

of faculty selection does not 9iatch vSiat would be expected for a tdpic- 

Of such recb^^sed importance* pie literature pertaining to faculty.;-. 

seiectibn, . like |C-rays, p3^ovides a v:^ew of tfte skeietoh of ctiteent ; > 

s^lectibri practices/ Ihis reason for this linatatipn mi^ due-td. 

liinitlt^ions in the: practices themsatves thoti^^^this Is by- no means ; 

joniversally the case. ^ - . , - . , ' 

Whien compared with, the processes obtad^^ 
... . iir mai^ business firms^ gbvermeht ager^^ 
■ and professional .enterpfiseg, the pireVailing 
process of hiring faculty, is amateuri^ and 
• - , - ' vniarkeci by. the use of ov^rlyVsubjictivi pri- . 
. ' . ' teria by inexperienced -department heads'. 
• . ** (Corsbn, p. 1^2)'' 



Ccfrson draws a distinction between member ship in. a faculty and 



<5. 



employmetrt by a Sirmi He maintains that^ the "seiectibn bf^fec 

iiLffers from the selection of an emplcyee. v ;; • 

' - nie 'process i^ substantially ide^ical ig^'; 
; the-, concern of the* decisionrmak 
basic cjollitles! of the iiiiiy^ it ig 

similar in terms; of the evaluation of the 
iiidiyidual's' train^^ for the work to be under- 
y take^i; but it differs in terrns of the appraisal 

\ bf the iiidividual*s gbals arid commitment. 

\ (ebrsohf Pi 101) : 

^ V __ - _ ■ ■ ■ •: - , -V - . ^ 

This\suggests that there is much ^to be gained frblh a judiciously cdri- 

' \ ' ^ ' _ -X^ r ._y ' . •. : ■ - ■ -■■/- 

ductedXexaraination of other ilti^aturJes on selection for adaptation 

\- . . ■ . • ■ • - ■ * . ■ ' - / ■ - 



to the process o'f f aqulty seiectiom 



_ . . Corsdn outlines his view of the prevailing processes bn pages ' 
I9O--I9I. Othi^ outlines of current practices 'can^be found by 
referring to "^Bor^^ 118, 12if; Diekager; Poort; Shawl; 

University of Florida I and Knowles. ' ^ . ; 
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The aim of this paper is to sylithe size from the literattsre on,* 
::£acu3tb^s^lect ion^ : aaid J^he. Hier^^ pert aiirnig;: t^^^^^ i . 

teacher seiectidn, , business^ and' govermierit.. agehcies,\ a more iiir- 

depth suid con^r eh enst^e mode? the selection of facility. 

" • ,•.*..- 1 . . ■ . 

' . *:;.!.: . .... _ ....... t " .•_ .: • 

The- .term 'model.'., has many senses and usesi . it is often i;tsed 
with the meiining. 'proto-'theory' or "'ps^iHo-ythfory' , ^s in .» siinula- 
\±6h models 'It' is often Used with 'paradigm' lor ^ . 

'idealizatipn'. It is often used in a way that mixes at least 

■ ''■■ ■^ ' ■ ., ; \ r ■ ':' .'. ' 

these two meanings. . Iii this paper the term is used in the sense 
of idealization. The model developed is hot to be taken too 

:. _.- . ■ ' * " ■ , ' _ _.r ^ _■_ . ■ 

itteraily. It is tiot designed td mployed in 'cookbook fashion. . 
Rather, ^it is designed to bi^light^ schematically, important 
variables and interrelationships among ^ of the selections- 

process in order to provide a heuristic device to guide those cort- 
ducting unique selection processes fitted 'to .unique iSstnictional ^ 
needs and contexts. . \ 



< . : The PrbtBase d Factaty Selection Model* ^ ^ 

First steps are not always the most difficult' ifer are they 
always the most important . But without . them no^ one^ever gets any- ' 
where t on foot) . And if we set bUr^ives ' in the wr brig direction we 
waste energy and resources settiiig^ our course aright^ This'-analogy 
applies to the selection process. A thou^tfid .aiid l^hb^btighly' cbi>- 
ducted pre-recniitient,.^ase is of centr^^4^i^c3jt4^ 

. . _ •_ ^'^/^.^ '■ K, -^r^'"^' "^^'i" -"• ■ ""^'^ ■ 

of the selectipji process.. . 



Step l! Needs An a lys i s .AT- -^ 



. -5- 

The puj^bp of this step is to determine n^edis for g^itibns tb 
•accomplish iristitutiional aims. This requires a clears n^corftrover- 
gial; statement of.vrtaat the mission anii goals of the educational - 
endeavors. are and docuinentatibri bf need 'firbffl g .p ■ rr:"^ 

Steif2; "Job" Analysis - ^ . 

The first part bf "job" analysis cxDnsists of sittiatidn axdaly^s. . 
Bolton lists three classes of situational factors' that influence the 

A,' _ _____ 

nature of a faculty position that recjuire analysis. In adapted fbrrn 

these are: (i) student and cbnmmity Characteristics^ These include 

-J ' _ 

such items as the interests, attitxides, abilities, motivation, morale 

and prior learning of the students, siid tije atmosFfeere of the cominunity 

'_ • _ _ __■_•■__... ' .:._'■_'. . J " P 

in regard tb the institution. (2) Administration characteristics 
iftclude such items as the orientation to change, . ability and interests 
in supporting faculty, hjaman relations and organizatibnal skills. 



^The bksip butlifie fbr the model is adapted frfm Bolfconi Refer 
tb_ Appendix 1 fbr an understandings of the relatioftshtp of the model 
selection process to other brganizational func1^t5nsg . 
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'C5) SbHeagtte characteristics iriclude such items as general morale, ' 

„^M±u^ .t.ojmM iieMcomer aM^han^ . t Q aid new _ faculty. 

and rajiingn^s^ to plan • programs Sbbpera^ . 

■\Th'e second -pairt of ."job" analysis consists .of ' a position analysis. 

^; [ The purpdse of a: ^ecific position al 

■ . J / •. is to gather and analyze datat about the ' - 

V* ..^ ppsitibn'to identify what is important ■to 

. . ' ibeaching^ sUfcdes^sfuUy in that^sjt^ion, ■ . _ \ 

, ; . ■ . iaeritify how 'the Mportant aspects can ib^ ^ - ■ ' * 

. X ' ffleasu?edj cbpi prospective new * — 

i " • teac^her^ the ma^^p^ and minor aspects of the 
: |)bsiiibnf V^d; i^ 
y. . be collected "to Help pre . . 

• . . in the.:5bb/^^(Bb • - , 

_% ~. . ' ^ ■ , '. . • ■ 

^ _ ' _ ■ * ^ ^ _ - - -- ' - - _ ' * ■ 

: ^is requires drawing heainJy 1^ri^irlfbr^w from the evaluatxon" 

processi ft is iiipbrtant tb be hfei"ther tob^ specific norj^cib gern 

eral in developing a bo sit ibn aiiat3^sisi The qualifications must be 

demdnstirably relevant^ y^. not so^ restrictive as tb fbreclose the 

'exercxse.df professional judgement. 'Sie analysis shbuld prodiice the 

data for thg*scr6^ning^bf.- applicants and evaluation of candidates^ 

• .■ - . 

SteB,.^^^ Pr e 6arati^)n of tha Selection-P a ckage . 

The selection package ihcblT)orateS|.- ih documented form, the 

results bf the "previous steps, The package take^ fdrm around a basic 

time-table that specifies the what^ vflio^ 'wh'^eh^ "wtoerei anc(--how,of vfliat 

is .to ocdur. Ail iitformatibji, including "salaiy r^e".^leaving^suf- 
./;'. ■ ' * ■ ' - / ■ > * ■ . - 

ficient "degi-ees of freedbri," and 411 form! prepared fbr appli-dknts 
aiid candidates Sbuid be included at the apprbpriaibe points. - AH ■ 
: fonns to'be used \tj the •flection group, ^ould b^included .at the 
apprbpriate points aci wellfts ^^^cified ;crSeria\aSa evaluation, aids. 

.Step hi Affirmative Action E v al u a t i£xl^and Final Reviews 
/ The entire package should be submitted and circulated for 
final^hecks sind revisions tb insure cpmpliance with, affirmative . " 



action guidelines as mil as to instire the adequacy df the total 

: 

Phase 2;- -Recroitmehfc : V 

The substance of this phase is to engage in those' efforts which • 

will produce a high ^l±by*'f diverse set of aFp:iicaticiris 'from all^ 

••, ■ ji ■ _ ■ , ' _j __ __ - ' - - • 

• relevant populations. \The careful cond:uct of this phase is pa2^iiCU-r . 

larly import §ait in rela^^ipn affirmative action corapliahc;e,^ 

Phase ^! AptpMcant -arid Candid at e Evalu a tion 

Step iV Screening Appliea ntB 
^ The screening process beg^s when all eligible applications r 
have been received. The applications are studied to determine which v 
' fflnong them' oatisfy basic criteria,. When this has been achieved those 
not quajifying shoiiid' be immediately notified that i?hsy have not been* 
admitted to candidacy for ^he position. The iiivblvaneiib of indivi- 
duals who are close to the positibn to be. filled is .particularly 
aijnpdrtant herei as is the iOTToivemOTt of the individual who will be 
the immediate supervisor of tttfe person to be eri^loyedi The fecoraneiiaa- 
tory role of those iiivblved ^in this ^ step should.be made clear,' . : 

St.ep 2; ' Ad mission to Candidacy \ ^ ./^^^^ 

Th'ose wfao-'^o meet basic criteria are notified that they have beert 

. _ ■ ___*■■__-■ ■ ^_ _ _ _ . 

admittBd to canitdacy f or the {xbsitibn and the fu|l range of materials 

supporting •tiie individital's candidacy is requested, . - ' 

• Step 3:. ^camination of Candidates: - 

* Wen full documentatibri is received it is analjrzed and evaluated 

' according to established guidelines. The list of prime (^ndidates is' , 

* . . - ' • 

' ^»Quaiity» as used here may be def ined^by.. such variables as •num? 
ber of applicants meetiiig basic qualifications, » ♦ number ©f .a^^ ' 
with substahtiai strengths in required qualification; areas, etci 
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fdnplated arid the iiv-persoii' examiiiation is arraiigedi The exanmia-^ 

, • ' ' ' • - _ ' • * • ■' . 

tiSri pTOcedes, through those epcamiriation activities forrauiated rat 



selectibh package. 

■ ■ . _ . .. ^ • _ . ' ' - 

♦ Step 4: Reference and Fj 



This step. has as its aim the cbilectibn. of all final iiifdrma- : 
tipn reqpired for the e-^loatibn of the candidates. Summary docu- 
ments should be attached to the c^Sdates' fiies when all items- are 
fe'on?)rete. Such files miy/lje termed 'evaluation, packages* and form , 
the basis for the nex* step; , . * : V 

Ste& ^; ' Evkltoioh of the Candidate s . 
After the evaluation pacltages ifav^^^^ prepared, they are 
systematically studied ai^d evaluated.' • • 

. . ^ . Step 6: Final' Reviews' am 

" After the eiratluatibh packagess^^ the reSiiits^ 

are reviewed and the final discussions and con are held. 

The result of these reviews and cbnsuitatidhs are the cbhcluding . 



> Step 7: Invitatiorfto Faculty M^ber^ i px)!? 

. Resubmission of Position Announcement' 



1 



.. . Atjpendix- 2 ,^ 
.Pre-recruitraeht Phase C5iidellrieg 



-I" 



A. (kiid^linisis Excei^fe^^^ Diekager. 



AGifflMIC ; CRITEEaA ?0R S! 



Dears tsWf ' ' " ^ ' " 



, appears tsW^the^^^ eT^denc e to sup- 

port or- repeat the jfy^6t^ ■ • 

coursei'^iit prof essiomi edufeatxbn' 3^ ijidicator: of ♦ 
teachioig'^sutcess or that^ profession^ educa- 

tiph cotir'ses are iiidicatprs bfv^seac^i^ 

It "ims deteinnihed that there'is a EP^^^^® : 
iiif leant correlation between tHIv^tobef of 
matter cpurses taJcen5; gra courses,* 
aiidjbeachi^ig success. » ' ' 



. The research e1adenc_e_'^p^^ed thli^^^ 
skills such ; a s yerbaj alDility^^ oral ' v©cabih.ary ^ ^rit^ 
ten^ vocabulary, aiiw^- being well-read itB^ strong ' V 
'iiKficators of teaching success.' . A:; _ > ^ ' / 
The' research fiiidajig- relative tq "ihtellij^fnce tlst 
.'scores do not "have ^ehqugh' cohsisteiicy td .sii|^^ 
^^othesis t^^ iStea^S-gerice scores can be uti^^ 
' as predictors of teaching^ puccessi. 8 , : 
; : It appe^s that^the^^^ a positiy-^ but* libt .^igni- 
ficant^re^iondiip between succes^^ teaching and' 
the numb er_of^ years, of teaching ^perience.^ The reli- 
, tionship is_stro2igeS dmd^ the^first years of . : 
teachiiig experience and then decreasesi". (ppi 188«-l89.) 

■ • • * : • ' PERSONAL CRITEEIft ^ ^ . ; ■ ■ 



• _i 



•% . .it appear-s that age is not a predictor nSr ' 
factor in suecessfiil teaching. Hoftever ^ there is^ 
substantial e'videhce to support the hypbthesis. that 
ai faculty should be kept balaru:ed in terras /of Hge 6t . 
the teachers.: . . . _ : : 

" It- appears that there is not sufficient research • 
' evidence to support or reject the hjrpbthesis that i_ ; ;^ 
cuitur^ bacl^duSd is a^predi'ctor'- or iiidiQpLtor of^ . 

teachiSg* sucG^ss^^ ^/^^^^ : ; ^ - ' ^ 

The reseSo^ch evidence strong^, s^pbrted* the hypc^ 
thesi^^that . teachfersj^ouid be^ selected from a/brqad 
krid diverse geogrsiphical backgrouSSd or I'esidencei ^ 
It was 'determined that there . is ii*tX^ relatipi>- 

ship between health and ' teachdiig success. _■ ^ ^ 

: . It appear.s* that marital status is not. a determiiiing 
factor in teaching fuoc^ss tmlesi? the position of ; 
_:b<eiJDg marriedj sihgle/_ divorced, or -widowed, is pro- . 
diicihg. emotibnal tu^ ✓ 



id 
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.\ The cbriserisas_bf the research; findings suggested_^- . 
;that the, personality., of this tea.cher is the most irapor-. 
tant if actor in Reaching 'success; however, "personality** 
: is gabsb the, most dif ficiilt of tHe_ selection cri^ 
t«S to define-^, measure^ &nd evaluate*;: Alsd^ within 

• the_^^eri6n of "p^^^ research: el^den^^^ 
iigge^s tSat those 'asp^ts of the personality which ' 
appear to be tiie best predictors of teaching succes£[V^ 
;^e also the ve^ ones whicJ( are most difficult to ( 
measure or ^ ascertain. » ^ . _ ^ _ ' ^ 

Althol^h the research evidence^ did "ii^^i^ that 
sex is a dete,rmining fiactor i^ teach e? succ 
considered to bis a good practice to:. keep a^## faculty 

• balanced in terns of the npib pt male 'and female. 

' teacher • . ' 



. * ' Reciniitment Phase Guideliiies . 
A, Giiideidqiei Exceirt^d frbm: ^ 

■ . ■■ ■ . . •■ • : .. ■ / ■ : . .- ■ ■ ■ " ■ • , 

■ • • L ^_ l;^' ._ ._ - :l- ^ . ■ ' ~ 

' ^ "Jpb descriptions^ and job specif icatiohs^appear to T 

■ be extremely VBlualile prqc^(tares to seiectxOT 

The re si^afch evidence sug ; 
used to define the nature of the job position and that . 
, job speclficatidhs be used' to ciefine the quaixbies^flr : . 
' characteristii3s heeded by the ifidividual \*io will fiS 

. : ; £h^4^ position, _ \ < _ ■ ' ; . 

Th^ researish evidehee has deinonstrated th^ 
: meirt progTfiun h^ isarefuily^pla^ 

■ preferably ill written form. Applicant! should ^b 
cniited /rom ais* raariy sbxirces as pb^ssi^ 

prospective candidatesf aggres taken 
idien inducing or persuading^the prbspective. aj^licaiit to 
seek empi^^eirb ^ctivity^^ . 
be carried on thr buyout the schobl jrear bri a cbhtinubus 
basiSi There appears to be a substaiitial heed in this 
area for rese^ch 'that woi^d cbrre^te specific recruits- y-rv 
• . ment praictic^s with later evateations ;of good or bad: 

■ ti^aishing; : \ __ *^ 

The Research findings diowed that the applicatibh fb ■ 
is the mo^ cpramonly used procedure for co3^ecti5g_infbr-» 
matibh on teacher applicants. The application form _^ould 
•be designed to fit the needs of the local school system . .:; :' 
aih^ elicit ai^ information except that v&iich .|. 

is related to race or religion. * _ 

r The research suggested that ref erences and recoramenda-^ . 

; tiohs should be used as a select ion procedure, but with 
caution. ; The 'available evidence, showed that using ^^guide^ 
. ' lines" and "rating scales" in writing rec^ : . ' 

, ; i^foves the validity 'and reliability of Wie -ref erence^^ ■ 
- to a substaigi^ial degree. Formal training of the selection • 
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officials who read letters^ of reference or j^ecowmewiB,^ 
tioh aisb increases the (p. 21). 

. The re searc^i findings. r^^ 
. ; 'support the>^H;owi^ The iirteirview is. a wic^eny - . 

.used teacher s^leciiohjpr^^ beiiig used' by. 99.; 9 pei^ 
.- '-'^r cent of _the nationS scho.ol^stfns/ X'fc>)'The interviewer . 
; ^ needs to drfine\th6^j?uiT)0se, strw * 
length of. the intenriew Which^he proposes to.use^^ (c) 
InterTiewers need to be properly trai^ed^^ ^ recom- 
mended, training prpgraim utilizes audio anct vis^l_ : 
x : * recording devices, (d) The xise bf a model or stinniii_ - •• 
. - -: ;':e^ pf infoimtion from the.i^ 

■ the': research eiriSe^^ ' 

. ^ ' ;_ i-'^^^^^ the-interS^ 

' ' ' The're^elu:cH* ,,sH^ l;V: 

, r\ • ^ ^'^i&didate ±3 si strongly reccWirii^e^^ procedaE;^^^^ sel- ' 
/ ' 'V'^mjised, • ; • ■ _ . • _ 

^ ' The evidence sh 

widely used, 'Ji ^ * : ■ - ^ li.:; - 

' The inf brmatibh and data collected, ,j should-' be ; 

. , - ■ eimiuated as •objectively '*as possible. Devices such . 

. as^"5^iif icailb^profiles" arfl "ratiJig scales" help' • ' 

■. convert the irfbrmation^and^data to^gra or numer- 
. . ' - ical illustrations. . A grouper qoimdrbteei^iiwili p 
' . vide evaluations of greater 'validi 

. than i^ only /one individua^^ 
total evaluatidh. : , _ 

" ■ ; ; _Eligibility lists, either ranked or unranked, ; pro- - 

vide a ^stematic_ method of recorc^Jig information 
. . cbncetmng potential can^ research find- 

. iiigs suggested that_the_ legal as^^ 

• adhered to." (pp.; 191-195) ■ ^ . 

: : Suidelines Sec erpted. from Milton H, Handell, 

""iSe a^^catibn blank, ' : 

llie irterview, _ _ . . — . _^ \ 

Tests: general_teteiiigenpe|^ knowl aptitude, 

performance, ^intei^sts, and personality. 
Reference checking. 
. , Physical exam. : _ _ j '_ ■ 

Fdlidw^up bef ore completion of condrbfonal ernpioy- 

meht periods 

Appraisal during training.. ^ _■_ ' 

Evaluation during terr^sorary or . part-time empioy- 

:ment, . _ ' 
. Special work assignments, * 

Credit and police record checks, ' ' _ . * • . 
Appraisal of joli performance arid potential." 
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Mb E^if 'MSH^TG PHDHiEHS • 

"The cdnplesdt^of Jobs and of.Htanah being.s_ defies 
tho se who .seek, easy, cheap^answers_.t6 the prbbl^s - . V ■ 
of selectipn.r {Successful pe^^ 

are the pr'oduct of a variety of molds and are succyss- • 
fia for a^^imriety of reaisons. . . (p. 23) ' - J 

GEKEEAL PBHTCIELES OF RELIABLE METHODS ; 

/•*^*Ih general,^ we c^ have most confidence' in bur- 
selection sSen we- see the emplcyee actually perform 
the job uiSer circumstances which are as riormauL as 
pos9ible._;;;. _ ____ " ; ' ' v.' ■ ^" _ ■ ^ ^ • ■ . 

, , Hisct and^JinQfb ^q:^.4n ^felt^e^^ on , . . 

at ' jbbi-' Si -She Xs^rae;^ bi^aidz^ tU^t: V 

is different oifly in degree the job to f iUed^ . 

. ;Perf ormane^jtests-^ich^triS^ in^br- 
. tiifit dernkjiis- made .by the.^. job, .^nd ^dgch^c^ be :.' : 
objectively scored, prjDbably are n vftiile 
biographical information . blaiiks^may^be^nearly as gopd* 

Tests of ^ecialized kno^lec^^ for prof essional jobs^ 
j^and aptitude:tests fdr.,.^jobs with -little onphasis Qii 
interpersonal relations. • ^ 

Intelligehce tests... • '_ _ __j 

Interviews. . .will remain at the bottom as l^ng as ■ 
tanfcrsiihed employees _whb§e capacity as interviewers fias 
never been evaluatedi^. • _ _ . ^ _ _ 
* • i i reference inqiiires^ _ their Vaiying _ quality elimi- 
nates. .. evaluation of their general validity... ." (p. 2U) 

. JOS DEseiaPTioN ra^mpoiES ^ . , " ' 

"Observation^ or time budget studies of actual acf ivities 
liiterd-ews witli CT^ ^ . - _ • 

Questionnaires to. get infoiTration on. activity reie- 
vance, djiqjortance, time spent and level of difficulty 

Dairies^ _ ;_ _ , _._ . 

Critical incident reports to. give insi^ into effec-- 

tive baiavibr." (pp. 5^59) 

' JOB DESCRIPTION DATA NEEDS 

**Am6unt arid type of 5uperHsibh received ' . * 
ScteSt of responsibility - 
Need for (and opportunity tb use) initiative 
Necessary background and knowledge 
Degree to ivfiich alertness is important 
Jiidgement factors 
Level of dexterity called for 
Staindards of accuracy ^ . 

Tools and equipment used 
Production standard's 
■ ; • Workirig coiiditions 

Physical denands" (pi fiOj : 



"What does, the employee/do? 
How does he do it? 
' . MUat is *the end product: or the . ob j ective of the J pb?. , 
. What standards are used dji jBVSLlxxating performance? 
■•What cpialities characterize the supervisor and th.e : 
employees in the work unit?** (p.. 61) ' . " * * 

" . • * ' • . . * ' , . • • • • 

V - CMTEm FOR. JOB ANNOUNCE?!^ 

"Keep the length, to /a miniinum by* removing jlbh- - _ _ 
differentiating or overlapping items, items ^abbut thijigs 
post employment training would compensate for ^ items - 
that Sarrow applicants to o m uch^ and it^-ems that %re 

desiratie but_TOt necess^py,^ ^ ' ^ 

_Ufe three types of ;q^34^ ^ 
eliminators a^ • : 

Consider qualities needed for adronceme * • 

Include performance factors. . :^ - _ ^ - ; 

Maintain a balance between personal traits,; appti- 
tudes, .learning ability and knowledge in stating. . • 
desdj:ed_ (palitie 

Heirtiori^speciali25ed'crit < _ 

Consider trainiiig pigssibilities.'. 
/ Einphasize the brganizatibiial ehyirbnment and 
structure." (ppi 91-95) 

' CRITERIA FOR A^ICATIDN FORMS [ 

"ii.^ouid elicit,. sufficient accurate infbrraatibh 
that the least' iike^ applicants can be eliminated by 
reviev^ng 3±s coiSe^s,^^ 

and with a n4-nimum of errors, ^ils-^ie same^if 6r- 
mation can be the basis for further^ evaluation of /those 
who survives- ...fewer peopie^e^vdi^ 
errors of oomraissiqn thto by errors of oi^ 
- Complete coverage 'of the^major categ 
mation obtainable throiigji applicat 
crease validity at eveiy selection stages i isithdu^. . 
a time consuining form introduced tob early will dis- 
courage many desirable applicants... ." (pp. 158-132) 

INTJEVIEW LIMITATIONS .. 

"Interviews -as typically , conducted re su^ in (sxtenr^ 
sive inferences from limited data by people who oft en 
are not qualified by experience br traiiiirig iri_ this art. 
..iAh inherent weakness is its artificial away 
from the wbrkplacei" (pi_ 18?) 

: : EESlRAa^ QHAIilTIES^R INTERITIEHERS 



"._.ja thqrougl^knpid.edge of ttie jobs for which iie is 
interviewing j a knowledge best derived from experience 



in perforraing or s^ervifing the work or. . *frdm -analyzing 
the job and the background, of those who have done well 
and^pporly on it; ' \,__ ' . ' 

v Cold-blooded objectivity is^a raore^apprbpriate attx- 
tude-Wi' the interviewer vrfieit^e. s to analyze -^ . , 
jresults^ aithdugh he needs warm^ to jestablish a quick . 
relatidnship with the applicmt.;A^^qse who^tend toward : 
iobjectivity and, think critically*, systematical^ and 
I analytically are the most likely to be successful 
interviewers^ aithdugh their critical abi]±ty^.has to^_ 
be masked by a nbnH:ritical attitude during the 3^ 

^os^who associate with_aild.1iave eigjerience with 
people .^ftib haire a variety of backgrounds and^<di 
t^istxcs are likely to be good' ^jitervi^wess. • : . 

For "^me prof essidnal a^ admiiiistrative pos^^ 
MgH-level xnteiiigencei i iih the interviewer is -^ssen^ 
tiali. J ^. ■ y:.;- . x 

An interviewer naeds recent extensive acquairitarice 
with people similar ^iii age and occupation to those 
being interviewed. v.^. • . . . ■_ • 

An - interviewer with e5cperience_is better than one 
withdut, assuming the quality of his performance has 

been satisfac:^ory- ' 

Overtalkative people make pqpr inberyie^ 
Qpirdbnated jjedple make poor interviewet's^ (pp. 189-: 

WAYS OF IMPROVING •INTERVIEWING* METHODS . 



"Analyses of observed or recorded interviews. V 
Queries to applicants. . .oh their d|>i3iions of the 
infcei^ew.'* (p^ 193): 

TTPES OF INTERVIEWS 

"I4reliminaryi 'Usually three to five _ minutes i^^^ 
tion} aimed at seeing If ^further iirterview^ : 
tion, , testing^ etc. is worthi&ile. These are a pddr 
screening device; * _ i _ ^_ _t 

. Job and'I^obing Question: The candidate .is aske_a_ 
questions relevant to job duties and situations.^ ^The 
adv?Lntag.e is content reiatiom ^^e di'sadvar^ is 
that it encourages overlqold5g_ personality factors. 

, Stress: _ Interruptions, criticiOTSj Ibng v^ilerwjes 
after candidate answers, and other device s are used 
to induce stress. The devices should; be employed 
during the middle df an interH.ew^ • The^ 
nay not -tie related to' behavior under "real" stress. . 

^ Background Irifdrmatidn Interviews* The em^asis 
oh leaimng vfliat experiences he has faced a3id_'fiAat 

e has done in these . situations, - as the best indica-- / 
.^or^of ^at he will do._* . ...The method demands ^ a more^ 
mature understanding of human behavior and development... 
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-because it' *OTphasizes an atialytical rather , than 
impressionistic evalxiatibh of the extensive' material^ • 
that is obtained*. . ' - - ..^ ' . . . ' . ; ' 

DiscussioiiJ This type, is. sfenilar td/H^he backgrpuiid ... 
interview but- iB significant]^ different iri that , it . -v "\ 
is 'not ^stematic or comprehensive » no set ^questidils > 
are fsked, and the emphisis is oh analysis" of jjiigres^ ■ ^ . 
sionsj not fact Si ^i.i is may significwt * 

portions of the app^cants.backgrbundi . \: , 

Group Oral Performance] _A group of applicants are \ 

\seen at one timei ijand interac^^th^eac^^ otl^r.v.This 
provides an approximation of _some ^actual jo 
Such an interview has the advantages a longer /_ . ■ 

dbservation period, per 'individxial,_th^ raters '^^^ 

. actidns do riot interfere, that it provide? ;a^ . ' 

cdmparisdn df candidates >nd thsrt it produces jnorev ' 
spontanedus ^thu^ charatfteristic beltavior. ^fhe . : : ; . 
weakness are that ^*r^ general 
quality of the grdu^^ should be u^ed in • 

• injunction TiO-th ag iridli 193-^201) 



PREPARATION FOR INTERVIE503IG , '-.i^ 

"Choosing the apprbpriate types of interviews. ^ 
• Plotting ■ the area^ to be covered on the basis of 
a thorough study of "fee job requirements^^ :. - 

Deteiroining the rminber of iiitetnriewerg and'/ if more 
than one, deterndning idlethe^^they wili conjiuct ihe ■ 
interview as a panel or s^arately. ; /* . 

Reviewing .all. the information ayaito ble on each dart-, V ' • 
didate in advaribe. so that factors neediiig emphasi^" can . *' . 
'be predetemined; :_ ' • ^ 

Deciding on the administrative airangemen^^ ^ 
the place td hdld the interview and; i^s. approximate length.^ 

^.(p. 2m) . - ■ " - - ' ■ _• : . r'. 

• • „^ .IIITMVIiSrEKG KE^AK^ . \t 

"Indulging in sheer discdurte^ aiid jnideness;;.. ; 
Jumping to conclusions before the interview' ha^ ' 
proceeded very far; cbhtimiiig td ask qiiestidns but no . , ' 

longer list eriii^. > " ^ J ^ * 

" Meqhaiically-asfcing. every applicant the same^qii^stidns 

and not following up his answers. ' ^ . - '[ - ^ : 

Accepting ^at is said at face value without prdbing 

to det^roine^its meaning 'or accuracy.. _ ' _ . 
■ , Leaving unexplored gaps ih the applicants ' work and . - 

:educat.ionai histo^. . \ ; ^ ; ' ♦ . 

: ^llowdbiig the applicant td guide and'take over the ■ , 

interview. _ _ " _ 

Asking.^ leading questions and hinting at the desired 

answer:s. ' ^_ 

✓-j Beijig'tod shy to ask questions aboxrb", family and ^ 

wdfk^adjustmeiit problems i - * 
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: < . - / Depehdiiig bh. memdr^^ not ndtiss, for rBraembering linporr 
' . 'tanfi: facts Xor taking too. mariy iibtes). j 
" •' Feeling sorry for the applicant iiid iii.tb 

z: ■ ask other questions when he hesitates {pr attempting to 

. ' counsel him), / _ _ _ 

V ' . ■ . Failing to ask those questions, thay wovild call j^orth 

■■ revealing answers or wording such questions poorly. 

Appearl^ 'to be_so critical or co^ that the ^ppH- 

■ -canbr^ciaras" up instead opening upi -J ^ 

Expecting the . applicant to^ "seii";fimseif when* the ' 

orgamzations' needs may be greater tha^ ^ . 

: • Faiiii^ to observe such non-verbal, cito 

* . gestures, 7X)ice changes, ai^ obvious hesitation and / 
' to relate* these cluds to the subject being discussed." 
{pp. 212^213) ^ > « ■ 

•'^ C. Guidelines Ebccer^)ted. ft^ Internal Hevenue Service. ' \ ' 

• _ _' -•■ ■' \' — '^f'-' 

' ^mrn&G job REQUIEMEMTS and ESTAHtlSHING. "SSiBCTION CRl^Ift - 
' * ■ ■ ^ - * 

■ . ' • . Job \ requirement^ in^lude^ such: categories as:^ (l) 

• ied^e (such as the knowledge. c&.trairiing. m^ r ' 
- '(2) skills (such as the ^skilX.fe developing p^ ^ 
• meases) ; (3) abilities. ( sucH as the ability to 
s • coordinate programs); ih) personal characteristics (such 

as the characteri^ic of , ' • 

. / ' _'ifie_pro&ct of_yo5^ 

V ^6h^e^:^^&^3 that describe a superior emp^ . . 
•7 .- Thife is the base data^upon 

\ are developed. ' You maj find it iie^fui to arrange the 

\_ job requirements into broad catego^^ 

abilities--^bilities generally considered basic _tq' 
all training posit ions ^ e;g., the ability to work; - 
independently; training and learning ^ecialist abili- 
* ' ties— abilities directly Tela 

■ V— process, e.g. ^ the ability to instruct; (3) pro-am 
' management, adtoinistratidri and cdhs^ 

* ^ ; abilities relat%ci_ to the nsitui^e and_ scope of the 
program respbhsi^ the position and the ^ 

■ nature of wbirk relational managMent of cdtir^s^^ ' 
. * ■ ^- development activities.. _ _. ;* 

• ' Jou must decide ^ich of 'those listed will be_ fcri- 

■ tical iir.the selection jjrocess. .:...ybu might ask the 
r ; ■ follorajig question . (1) Is.it reasbnable to 

' expect candi'dates to possess this ability .considering 
■ ••the graLde level of the pasitidn? (2) Is the ability 
, sb el^entary that it is highly probable that all can^ 

. ' *didates 'win possess it or can- easily acquire it bnce 

■ selected? (3) ig it highly probable that the best 

■ ■. ' candidate will still be selected if this ability is 
' igtiored in the selection process? _ ^ • 

As a gOTeral-rule you should wirte five to ten 
criteria." -(pp. 6-7) 
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^"Beha^adra^^ should be written for each 

selectiori: cidteribn. BeHavioral iidicators are st 
merits of 'spec if ie , • -db serimble , behaviory th a t c and i dat es 
iftio : meet a selection criterion ^ire likete eriiibtt i 
The specification of "action verbs" is the key to" 
a behavioral, indicatcsr. For example, J*dr a knowledge- 
criteri^gh'; defines, describes^' identifies, lists, or 
outiinesi' P6r art. evaluation criterion; appraises, com- 
pares, cbncludes^ ""^jonbrasts, criticizes^ describes^ 
•aB-scrimiiiates, justifies, interprets, or supports." (i^. 8t-9) 

' ' I' ■ ) - - '— . • , 

^ISeTiNS SITHIVIM/ TB3HNIQUES 

\ J'The techniques arf ^ctrated by the ^electibh criteria^ 
ar^ their behavipral irdica^ors^ For exa^ a kciow- ' 

ledge criterion with behaviopal ii^cf^ors as noted^ dir- 
ect (^aest ions as/^What ij raeaiit ;^ii^i ?" wil^ 
For an evaluatidn criterion, with^bdia]^ 
as noted, siimilations such as '*What w^id be your c 
tique 'of these presentations?^^ are raost appropriates" 
(pp/ 10-12); : ^ ^ \^ 

- ■ ■ ' • ■ .- ■ . . ■ • . ' - 

jw: • . . , • ■ : • ., 



Appeiidix W 

'■- jhraliiat ibn Hiase iGoidelines ' , - . 

. '• ■_ .__ • ^gjf _ _•_ , ' 

Guidelines Excerpted from Mandeji, Toe. Selectibh Process . 

" / Esmluation -recjui^ riot oiily undCTSa 

applicant btit also relating this under stardijig to^ the 
needs _ of I the: drganizatidn, bomparing applicant s who» 
are : distinctly dif f ererit^ . and then predicting tlie • . 
befiavibr bf_ a strangir . , . over a future whose pharacter-i«:::^ 
istics can be only diiiQy . seen. . ^ :^ . 

is the "cardidate: stiil growing?: H^'s He reached his . ; 
peak? Or_xs he on the wSy dbwri? ; / . _; __ . 

^ Are the . reasbris for. hi^ pSst sucdesses or failures 
still relevant? _ _:. . • ■ : 

Are his abilities, tOTperament^ teterests, and 
attitudes consistent with each other or to conflict? 

Does he have personal, problems that will affect his 

work performance? _ : ^ _ 

' Is his. changing jobs a ^gn of growth or defeat? 

Are his reasons for leaving jobs creditabie and 
faveifable or unfavorable? \ * _ 

fs this prganization the right .one for him? 

Dav^is ^trorig-pdints suj^iement or duplicate th^ 
stren^^fei\? of the_ drganizatidn? 
\ Can hVcbntrdl his weaknesses?^ 

= Are his strpngths related td the critical recjuire- 
rrients bf the job? 

If :he displays cbntradictibnst what ar the most- ^ • 
recrat signs bf the mbst relevant characteristics? _ 
Wfiat needs is he willing to strive and "die" for? 
"Is he honest? _____ ^ 

Is his performance in the interview sufficiently 
superior to outwei^ his pbbr^bwing when judged. 
•by dth^ selection raethbd^arid -^a What is the. 

known validity of thes^ m&h^bds K this particul&r case? 
(p. 252) 

REFERENCE CHECKING taCTEbSJ^ _ 

Ref erence checking is an excellent adjunct to other 
select idh methods because it provides informatior^biP ^ 
behavior^ riot traits^ and- because the behavior eval- " 
uated_has_beeri dbserved in a natural, rather than an 
artificial^ situatidri. But there are weaknesses: 
its lack of ifcaridardizatidn and objective 
the degree of . similarity df the work situation,. 
.-^ the-xjharacteristics df thdse providing the 
irifbnnatibn areas directly reflected in their evalua- 
tibh as in the_behavidr;df those being evaluated. ' 

the relevance of reference _ihfdrniatidri_ varies 
considerably frbm applicarit to applicant (p. 255) ^ 
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